GARY GENERAL (SAMPLE)	Comment by BRITTAIN, Blake: General Template Tips: 
Be sure to keep your resume clean and simple. 
To customize the resume you can play with fonts and light use of color (i.e. changing the color of the lines or headers). 
If you opt to change font, be sure to stick with an easy to read font that is similar to Times, Arial, or Calibri. 
Stick to 1 page for students and recent graduates. 
Have multiple people review the resume, the more eyes the better! 
email@email.com  | 361-000-0000 | City, ST Zip Code

Objective 
Limit your objective to 2-3 sentences maximum. Briefly summarize your most relevant experience and 2-3 skills that align with the job you’re seeking. Clearly state the position you’re applying for and how you hope to contribute to the company. Be sure to mention the company name and tailer the objective each time you apply to a new role. 
Education 
Victoria College | Victoria, TX	 Month Year	Comment by BRITTAIN, Blake: Things to consider when completing the education section: 
Always state your education in reverse chronological order. 
Include name of the institution. Location (city & state), degree and major you are seeking written out completely (avoid abbreviations), graduation date or expected graduation date. 
Highlight related coursework if it is relevant. 
Mention academic honors and awards. 
Be consistent, be sure to use the same format for all of your educational experiences.  
Associate of Applied Science Degree in Process Technology 

High School | City, TX	Month Year
High School Diploma

Skills & Certifications 	
	· Highlight specific machinery and software you know how to use	Comment by BRITTAIN, Blake: Considerations for skills section: 
Read the entire job description you intent to apply for. Highlight skills they are looking for and be sure to include those skills on the resume if you have them. 
Include technical skills: software you know, machinery you can use, etc. 
Include languages if you are bilingual. 
Get specific. If you are familiar with healthcare documentation software be sure to clarify which software you used. 
	· Use the job description to add relevant skills 

	· Don’t forget soft skills
	· Skill

	· Skill
	· Ask instructors

	· Skill
	· Skill

	· XYZ Certified 
	· Highlight technical skills

	· Use your course syllabi to get ideas for skills
	


Experience 
Company Name | City, St	Month Year – Month Year
Your Title
· Highlight a few duties you performed. 
· Always start the sentence with an action verb. 
· Try your best to highlight skills that may relate to the job you are applying for. 
· Quantify if possible. If you led a team, be sure to state how many people were on the team. 
· List anything that made you stand apart. For example, were you the cashier with the most sales in October?
